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NAVEL 


A Test Site for Kinship 

NAVEL is a non-profit cultural organization and multipurpose community space with a central location 
in downtown Los Angeles. We empower a range of creative projects and practices that ignite our 
collective imaginaries and expand our capacity to cooperate in holistic, pleasurable and emergent 


ways. Through membership, programs, and events, we bring people together and create opportunities 
to engage and experiment with caring and collaborative ways of thinking, being, organizing and making. 


@ https:/navel.la/ fig https://instagram.com/navel.la/ 


ASSEMBLIES 


A Platform for Collaborative Research, Discussion and Creation. 


ASSEMBLIES are community-led learning groups that form around a theme, practice, project or 
experiment for a seasonal period. 


With ASSEMBLIES, NAVEL invests in forms of learning that are: 


COLLABORATIVE + EXPERIMENTAL + PROCESS-ORIENTED + CARING 


‘® Learn more and peruse the different ASSEMBLIES here. 
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The work produced at NAVEL, including this guide, is a labor of love 
sustained via member contributions, small donations, the occasional 
grant, and countless volunteer hours. Support our community with a 

donation or learn how to become a member via this link. 


“A school should be, first and foremost, a gathering 
place, acommon space, a space for communal learning, 
where ideas and actions can emerge through critical, free 
and independent discussion among participants, and 
where knowledge emerges as a group effort rather than 
from only external sources. Hence, the structure, 
constantly reshaped by the participants, allows for the 
accommodation of interests and subjects born from the 
interaction between the participants and the greater 
social context.” 
- Alessandro Petti, 
Co-founding member of Campus in Camps 


The ideal assembly is a site of anticipatory learning of 
which the outcome cannot be known in advance, where we 
come together to learn from one another, to learn what 
does not yet exist and to shape what is yet to come. 
-Trainings for the Not-Yet, 
Jeanne van Heeswijk and BAK 





In Spring 2019, NAVEL launched ASSEMBLIES to cultivate a welcoming, 
compassionate and intersectional space for communal learning and resource 
sharing with the belief that it increases access, expands our worldview, 
challenges individualism, and thus generates more possibilities for all. 


With ASSEMBLIES, NAVEL aims to inspire and empower our community members to connect with, share, 
learn/unlearn from one another; creatively and critically engage with social, economic and environmental 
justice; develop and practice organizing and facilitation skills; collaborate, take risks, engage in 
challenging dialogues that center the voices of QTBIPOC and people with disabilities, and in ways that 
actively decolonize our minds and bodies. 


ASSEMBLIES support an engaging, open, dynamic and collaborative learning process where all are 
welcomed, regardless of background, experience, ability, or expertise, and where everyone has the 
opportunity to influence the direction, content and structure of the group. 


This living document is an attempt to consolidate our collective learning and reflections on the creation 
and facilitation of collaborative and caring spaces for learning. This guide is a result of feedback and 
ongoing conversations with ASSEMBLIES organizers and participants, about the rewards and challenges 
of collaborative learning, as well as the fun (and less fun parts), of organizing and facilitating—in other 
words, what works, what didn’t, what might. 


In the spirit of this iterative and collaborative process, this guide is deliberately a google document. This 
way, it can easily be shared and modified as the program evolves and continues to be shaped by its 
participants. We invite you to learn more about the different ASSEMBLIES and all of the people who are 
and have contributed to this program on our website. 


We hope this guide demystifies the process of organizing collaborative learning groups, and that it 


inspires you, as much as the ASSEMBLIES have inspired us, to create more opportunities for yourself and 
others, to come together and experience the fulfilling and rewarding challenges of co-learning. 


With care, 


NAVEL @” 
Amanda Vincelli, NAVEL Co-Founder & ASSEMBLIES Instigator 
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The ASSEMBLIES Ecosystem 


The ASSEMBLIES program at NAVEL is a learning community and collaborative 
practice. Its form ever-evolves through an iterative and collaborative process with 
its participants, who are active agents in creating and recreating the space in 
which the learning occurs. 


With ASSEMBLIES, NAVEL invests in forms of learning that are open, cooperative, challenging and 
initiated by members of the community. These learning groups form around a theme, practice, project 
or experiment. To name a few, the first round of ASSEMBLIES saw groups form around black ethics in 
rap music, anti-colonial media literacy, decolonizing augmented reality and revolutionary wealth 
redistribution. 


For three-month intervals, NAVEL provides each ASSEMBLY with space (IRL/URL), community, support, 
tools and resources—including access to our equipment, peer network, a facilitation training and micro 
funding. At the end of the term, each ASSEMBLY is asked to present publicly about their experience 
and/or project. Projects can take whatever format feels most appropriate, be it a short presentation, 
performance, essay, publication, field trip, object, website, physical structure, etc... 


Since the intention of ASSEMBLIES is to cultivate a learning environment where there is time and space 
to connect, build trust and foster collaboration, the groups include a maximum of 20 participants and 
are not publicly open (since Fall 2020). Though each group has the opportunity to co-organize a virtual 
public event throughout the term. 
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The ASSEMBLIES Community & Resources 


A Community 
i i Organizers: propose, organize and facilitate the ASSEMBLIES 


Participants: members of one or more ASSEMBLIES 
Steward: point person on the NAVEL team coordinating the ASSEMBLIES 


om Space 
EE NAVEL Space in Downtown LA (amenities include a kitchen, modular seating and furniture) 


Online 
2 TF Tools 
i es 
7 AV Equipment: projector, PA system, cameras, laptop, etc. 
~~ Video Conferencing: Pro Zoom account for online meetings 
A Resources 


LLY Peer Network: connecting organizers with the NAVEL network, community members and 


relevant guest speakers. 

Micro Funding: Amount varies each term according to the number of total participants in the 
program. Each group receives a micro-grant and is asked to collectively decide how to use it. 
A Facilitation and Peer-Learning Reading List & Resources 


ey es Support 
Xs i Regular Check-ins: The program steward is available to organizers throughout the term. 
= An Information Session: Where logistics and knowledge from previous ASSEMBLIES and 


facilitation practices are shared with organizers. 

A Facilitation Training: (for organizers only) with an experienced consultant through a DEAI 
lense 

An Anti-Racism/Oppression training: (for all participants): with an experienced consultant 

A Peer Group: organizers get to know one another during presentations, info sessions and 
training, and are connected via a group chat where they can share best practices, tips and 
resources throughout the term. 

Promotion: NAVEL promotes the groups through our extended networks. 

Documentation & Archiving: NAVEL archives and publishes the groups’ research, content and 
presentations. 

Public Presentation: NAVEL organizes and promotes a public presentation by the 
ASSEMBLIES at the end of term, during which groups share learnings with each other as well 
as the wider community, and have the opportunity to recruit new members. 


Our Principles & Values 


for braver, caring and collaborative learning 


By braver, we mean an inclusive and compassionate environment where we feel 
empowered to take risks, make mistakes and engage in challenging discussions. 


We all have something to share and to learn from one another. 


We value transparency, knowledge and resource sharing, with the belief that what we share 
increases access, Challenges the individualism of capitalist culture, supports us in learning 
from one another, and generates more possibilities for all. (inspired by the values of 


freedom verses) 

Vv) We center care, compassion and vulnerability with ourselves and in our interactions with 
others. 

Vv We are curious about different ways of thinking, being and making. We are also curious 


about other living and non-living beings with whom we cohabit. 


Vv) We privilege process over outcome. There is always more to learn and things can be 
revisited. Never failing, always learning. 


What we trust becomes trustworthy. We trust ourselves, our peers and our process. 


We are honest about our own privileges and power. We recognize that inequity is systemic 
and are mindful about the space we occupy in relation to others. 


Vv) There is a time and place for everything. We prioritize listening and welcome discomforts, 
mistakes and disagreements with an open heart and mind, as opportunities to learn, grow, 
reach deeper mutual understanding and develop more empathetic relationships. 


Y We use a facilitative approach. We empower and invest in each other, share responsibility 
and practice collective decision-making. 


Vv] Our bond and collective agreements keep us accountable to each other and our learning 
goals. 
Y We respect each other's privacy and boundaries, including confidentiality. We ask 


permission and understand that safety, accessibility and personal boundaries mean 
different things for different people. We allow space for ourselves and others to enter and 
leave according to their needs. 


Yv We are grateful for our learnings, for what we could have only created and learned together, 
at this moment, in this space. 


Vv) We remember to have fun and enjoy ourselves. 


The ASSEMBLIES Program Cycle 
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In the following pages, the pink text highlights 
how we structurally consider accessibility, practice care, 
foster collaboration, emphasize process and experimentation at 
different stages of the ASSEMBLIES program. 


OPEN =, 
CAL 


Between each term, NAVEL puts out an open call for ASSEMBLIES proposals, which is promoted 
through our website, email and social media, as well as relevant listservs. Applicants submit their ideas 
through an online form and are asked to present their proposal to the community during a Pitch 
Meeting. 


Y All are welcome to apply regardless of background, experience, ability or expertise. There are no disqualifying 
factors or topics. However, we do not support groups promoting violence, racism, xenophobia, anti-semitism, 
misogyny, misandry, patriarchy, ableism, racism, classism, ageism, sexism, homophobia or transphobia. 


Y The program’ guiding principles, as well as the expectations and responsibilities of organizers are 
communicated in the Open Call. This ensures that applicants have a clear understanding of the program's values, 
as well as the commitment and workload before they submit an application. 
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During the Pitch Meeting, people who submitted ASSEMBLIES proposals present their group ideas to 
the community. This is an opportunity to get future participants excited about their groups, and also, to 
think more deeply about its purpose and format. The Pitch Meeting is a unique moment for different 
members of the community to showcase and learn about each other’s interests and practices. 


Presentation guidelines are shared on our website and by email with those who applied. All 
presentations are recorded, uploaded online privately and shared with community members (NAVEL 
staff/board, members, residents, former ASSEMBLIES organizers and current applicants) who are 
invited to vote for their favorites. 


Y Preparing for the presentation gives applicants a taste of the responsibility required to organize the group for 
several months and ensures they have thoroughly considered their group’s intentions before submitting. 


Y The program stewards information is shared in case the format proposed is not clear and/or accessible for an 
applicant. If folks have a fear of public speaking or can’t attend, they can submit a short video or propose 
alternative modes of presentations. 
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From all the proposals, the final ASSEMBLIES for the term are selected through a community vote. Each 
round, NAVEL assesses its capacity and determines a specific number of groups we can support. The 
information about the proposed ASSEMBLIES and their presentations are shared with the NAVEL staff, 
board, residents, members, former ASSEMBLIES organizers and current applicants, who are invited to 
vote for their favorite groups. 


Y Applicants/Groups who are not elected, are encouraged to re-apply in the next term. With their consent, their 
contact information is shared publicly through our website and newsletter, in an effort to connect them with those 
who were interested in joining their group and empower them to organize independently. 


SIAN a 


UPs./ 


Once the final groups are elected, organizers can update the information about their groups and share 
promotional assets (including original graphics, photos and videos) through a form. Sign-ups go live on 
our website and ticketing platform (withfriends) for two weeks. NAVEL promotes the groups widely via 
our communication channels (social media, website, newsletter) and other networks (listservs). 


Y Since the intention of ASSEMBLIES is to cultivate a learning environment where there is time and space to 
connect, build trust and foster collaboration, the groups include a maximum of 20 participants and are not 
publicly open (since Fall 2020). 


Y Throughout the sign up and registration process, It is clearly stated that if anyone has specific accessibility 
needs, they should get in touch with us. NAVEL is committed to do what it can to accommodate requests. 


$: Participation Cost 


ASSEMBLIES participants are asked to make a sliding scale contribution* of $25-75, but no one is 
turned away for lack of funds. These participants’ fees are redistributed equally to the groups as 
micro-grants to use as a production budget. 


Y Those who cannot afford to contribute can email NAVEL (contact@navel.la) to be signed up at no cost. 


Y Starting in fall 2020, we will encourage folks to use a privilege assessment tool, and decide how/whether to 
contribute accordingly. 
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During sign-ups, the organizers are required to attend an information session and a group facilitation 
training through a DEAI (diversity, equity, accessibility and inclusion) lens during which practical 
information, facilitation tips and resources are shared. All participants are asked to attend an 
anti-oppression/racism training session. 


ASSEMBLIES organizers are also asked to hold space, to share and collectively establish intentions and 
communication agreements with their group. 


Y The tips and resources we share center care, accessibility, and the creation of a braver and collaborative space 
for connecting, sharing and learning. 


Locations & Calendars 


ASSEMBLIES are generally hosted both at the NAVEL space in downtown Los Angeles and/or online. 
The ASSEMBLIES meet on average for 1.5--3 hours, twice a month, about 6 to 8 times throughout the 
term, which spans 3% months. Many organize field trips and public events. If meeting in person at the 
space, organizers are invited to a shared calendar so they can schedule their meetings around all the 
other activities of the space. They are also granted access to NAVEL via our smart lock and are invited 
to use the space during open hours for the duration of the term. If meeting online, a pro Zoom account 
is shared with organizers to be used exclusively for their group meetings. 


Y Organizers who will use the space receive training to learn in more detail, how we expect them to care for the 
space and equipment, during and after each of their meetings. 


$: Micro Funding 


85% of the participation fees are redistributed equally amongst the groups as micro-grants, NAVEL 
keeps 15% to cover part of training expenses. The micro-grants vary according to the number of paying 
participants in the program and in the past, has averaged between $150-225. Groups can use the funds 
as they collectively see fit, for example, to pay the organizer or guest speakers, cover material costs, 
etc. 


Y Organizers are asked to make a collective decision about how to spend their micro-grant. They are also invited 
to share their need for more funding with one another so that certain groups can decide to donate their funds to 
other groups that expressed a greater need. This is an opportunity to practice participatory decision-making. 
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The ASSEMBLIES steward checks in regularly, offering guidance and support to the group organizers 
throughout the term. Organizers meet during in-person trainings and are connected through a group 
chat (on Slack), where they are invited to share resources, tips and concerns with one another. 
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Groups are asked to compile their collective research on are.na, a visual tool for collecting and 
organizing information/links/documents online. This way, the group’s research is made more broadly 
accessible. All recordings of final presentations are made public on NAVELs Vimeo account, unless the 
groups’ members don’t consent. The groups’ information and content are compiled and linked on the 
NAVEL website on the ASSEMBLIES page 
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Marking the end of the term, NAVEL organizes a public event where all are invited to celebrate, present 
and share their learnings—the challenges and break-throughs of their collaborative experience. The 
format of the presentations is open-ended, but is limited to 10 minutes. Many of the groups present a 
final project they've created together: a film, a zine, a song, a document, a reading list, a performance, 
etc. The groups’ final presentations are also recorded and made available online. 


Each group also has the opportunity to organize one online public event throughout the term. 


Y The presentations are an opportunity to synthesize and integrate learnings, to share knowledge, and to 
potentially recruit new members for ongoing groups. 


Gather feedback & iterate 


The ASSEMBLIES program is designed through an iterative process, gathering and integrating the 
participants’ feedback after each term, and changing the programs structure accordingly in 
consideration with NAVELs organizational capacity. Feedback is gathered through surveys and 
one-on-one check-ins with organizers after their consultation with core members. 


Organizers join the NAVEL FAM 


As a token of our appreciation for all their hard work and building community at NAVEL, ASSEMBLIES 
organizers are offered an honorary NAVEL FAM membership for one year, which grants them free 
participation in future ASSEMBLIES along with other exciting perks and discounts on other NAVEL 
programs. 


Guide & Considerations 


for organizing a caring and collaborative learning group 


While there is no one-size-fits-all approach, we hope these facilitation tips, based on our experience 
with ASSEMBLIES, might be helpful to consider as you organize your own collaborative learning groups. 


BEFORE YOU START 


Craft a clear description of your group and its intentions 


> What topic, practice or project are you interested in pursuing as a group? Why is it important to 
you and in general? Why do you want to collaborate with others? 

> What methodology or format are you proposing? E.g. is it a reading/discussion group? Will you 
be making something together? 

> About you: your name, preferred pronouns, an overview of your background, practice and skills, 
your contact information. 

> Is there an ideal size for your group? 

> How frequently do you hope to gather? When? Where? For how long? 


Delineate a timeframe for your group. «_: 


Within a group of 20 people or less, we've found that 3 months tend to provide enough time and space 
to meaningfully engage with a topic/project and with one another. Setting a longer timeframe at the 
onset could discourage many to get involved and nothing prevents you from extending later on. 


Determine your group's size. @ 


Limiting your group's size is one of the ways to create a learning environment where there is enough 
time and space for the group members to get to know one another, beyond your shared learning goals. 
Folks are certainly more likely to disengage if they don't connect with the group and/or feel that their 
participation/contribution is not needed and/or meaningful. It can be challenging to facilitate a larger 
group, especially in terms of fostering intimacy and collaboration amongst the group members. It can 
also be overwhelming for a lot of people to speak up in larger group settings. In our experience with 
peer-learning, we've found that a group between 8-20 people tends to be large enough to be dynamic 
yet put less pressure on individuals, but also small enough to be intimate, engaging and collaborative. 


Determine a schedule. 


One option is to set a schedule that works for you and people will join if it is convenient for them. Or you 
could identify different meeting times that work for you to propose to your group before or after your 
first meeting. Doodle is a free online scheduling tool that can be helpful when coordinating meeting 
dates within a group. In our experience, keeping a consistent meeting time resulted in more consistent 
attendance. Inviting your group members via a google calendar invite can be helpful too. You may also 
decide with your group to create a communication channel other than email, such as whatsapp, discord 
or slack, to check-in, send reminders, etc. NAVEL ASSEMBLIES typically meet bi-weekly. 


Checking-in regularly about your and everyone's capacity might be especially important in this moment 
of global strife when most of us are dealing with a lot of challenges at once. 


Map out your resources. Ei 


Take some time to map out what you and your group needs to do this work? Create a map of the 
resources you already have or could potentially have access to. Here a few of the things you may want 
to consider if you gather: 


IRL 


In light of the Covid-19 pandemic, make sure to consult and respect the latest CDC guidelines about 
gathering in person. For your safety, we do not encourage you to gather in person at this time. 


> Do you have access to a space to gather? Would you feel comfortable hosting in your own home? 
> Is there a community space or an organization with facilities near you which could be interested 
in letting your group use the space? 
@ Is the space accessible to all members of your group? Is it conducive to hosting? (more 
on accessibility below). 
> Will you need any equipment? Would any members of your group have access to this equipment? 
Could you purchase it together, borrow it? 


URL 


> Consult the members of your group about the tech/conference tools you plan on using to make 
sure they won't prevent anyone from participating. Give members of your group an option: do 
they have a preference for the platforms you will be using together? 

> What other equipment might you or the participants need to use? 


Consider co-organizing/facilitating your group. 

Organizing and facilitating a peer-learning group is a lot of work. On average, ASSEMBLIES organizers 
spend 20 hours/month prepping and facilitating bi-weekly meetings. Weigh out the pros and cons of 
co-organizing. It can help you balance the workload, especially when one gets busier with other 
engagements. It can be really helpful and fun to have a thinking partner to bounce ideas with and 
support one another through this process. Many ASSEMBLIES organizers who organized on their own 
reported that they wished they'd co-facilitated their groups even if they were successful at distributing 
the labor amongst their group. Some ASSEMBLIES had different members of their group present at 
each session on a particular aspect of the topic that interested them. 


Consider inviting guests. 


Are there people with relevant knowledge/experience you or your groups members would like to invite 
to join/present at one of your group’s session? It can bring fresh energy, content and perspective to your 
group. Make sure you clearly communicate and share your group agreements and space intentions with 
your guests ahead of time to ensure they understand and respect of the space they are entering. If your 
group has a budget, we highly recommend you provide all guests with honorariums. Many of the 
ASSEMBLIES use their micro-grant to remunerate guests. 


Educate yourself about group facilitation. 


It will help you navigate the challenges of working together as a group and help you foster more 
participation and collaboration. If you have the means, we highly recommend that you attend a group 
facilitation training with an organization that uses an anti-oppression approach. 


NAVEL provides and requires ASSEMBLIES organizers to attend a facilitation training through a 
diversity, equity, accessibility, inclusivity lense. We also offer an anti-oppression/racism training to all 
participants in the program. Since Fall 2019, we work with freedom verses. Here are a few key 
facilitation resources to get you started: 


@ Facilitation in Motion by Aorta 
@ Group Communication Agreements 


@ “Braver” Space Intentions 
@ Online Facilitation 


@ Additional Resources 


No matter how much you know and learn, organizing a group will almost always present particular and 
unforeseeable challenges. Be like water. Remain flexible, resourceful, and adaptive. When things are not 
going smoothly, remember there is always something to learn. Channel the /earning and growing zones! 


Educate yourself about accessibility. 


Do all that you can to maximize access at the onset by identifying all that could potentially prevent 
someone with a disability or facing other challenges from signing up and/or participating in your group? 
What is your setup? What could prevent someone from joining the group IRL/URL? 


From the beginning, make sure you inquire and are aware of everyone's accessibility needs and 
accommodate: stay resourceful and mindful about the different ways you can address your group's 
needs as your process unfolds. “A lot of access is about letting guards down and facilitating an 
environment where needs can be met.” (Accessibility in the Arts: A Promise and a Practice, Carolyn 
Lazard). In all communications, make sure you are clear and transparent about what you will not be 
able/have the resources to accommodate. 


URL 

If meeting online, take time to get acquainted with the accessibility features of the tech/tool you are 
using to gather. For example, if you are using zoom, you can read more about the accessibility features 
such as how to add captions, here. 


IRL 
We find this document by Carolyn Lazard, Accessibility in the Arts: A Promise and a Practice really 
extensive and useful. You can download the pdf or listen to the audio. 


This is by no means extensive, but as a starting point, make sure to pay attention to the accessibility of: 
e Language you are using 
o Will you only be communicating in English? 
o Limit the use of jargon (such as academic language) 
e Content 
o Does the content you will be sharing require prerequisite knowledge? 
o Don’t assume everyone is already familiar with something 
Communication Styles 
Audio Description / Captions (including Image Captions) 
Content warnings 
Mobility 
Transportation 
Childcare 
Harm reduction 
Food and Dietary restrictions 
Participation Fee 


Consider asking for a participation fee. & 


Consider charging a sliding scale participation fee, which could be be re-invested in the group itself: 


It can make your organizing and facilitation work more visible and valued. 

It tends to inspire more consideration during sign ups and more commitment to the group. We've 

observed that folks are less likely to disengage quickly if they’ve contributed financially. 

> Offering a sliding scale and no one turned away from lack of funds ensures the fee is not a barrier 
to entry to anyone interested. 

> Be transparent about how the money will be used. With ASSEMBLIES, participation fees are used 

to cover part of the cost of a facilitation and anti-oppression training, and the rest is redistributed 

to the groups equally to use as a production budget. 


> 
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Privilege Assessment Tool 


Starting in Fall 2020, NAVEL will share and encourage all to take a privilege assessment test and make 
recommendations for contributions accordingly from $0-75 (or more). We have yet to experiment with 
this method to see if it results in a more equitable payment structure, particularly if it is made optional. 
We hope it sensibilities folks and fosters a more intersectional awareness of privilege before everyone 
enters a collaborative space with others from different backgrounds and experiences. 


Consider a priority sign-up. 


You may want to consider a priority sign-up for your group. In an effort to foster a more equitable space, 
ASSEMBLIES reserve 60% of spots for BIPOC in each ASSEMBLY since Fall 2020. We release any 
available spots 3 days prior to the start of the ASSEMBLIES. 


Promote your group. f° 


Post it on your social media, send it to your email list, put it up on your website and like-minded 
facebook groups, print a sheet and put it on the bulletin boards of your favorite places. Consider the 
format of how you'll communicate about your learning group. You can record yourself, make a simple 
video, a song, print flyers? Make it fun. Consider what would make you want to join your group? Make 
sure to consider accessibility in your promotion too. 


BEFORE YOU MEET 


Communicate with your participants. - 


Send an onboarding email before your first meeting. Consider including: 

e Share preliminary group intentions and communication agreements, which the participants can 

review and reflect on before you discuss them in your first meeting. 

Ask if anyone has particular accessibility needs you should be aware of. 

Share your agenda for the first meeting. 

If you'll be meeting in person and have a location, share a map and direction with parking & 
accessibility information. 

e If you'll be meeting online, make sure to share all relevant information about your online meeting 
and what the setup required. Don’t assume people are already familiar with the technology and 
be flexible if this setup is not accessible to everyone. We've compiled a few resources about 
online facilitation here. If you will be using zoom, some of the documents can be shared with 
your group members to help them get set up. Make yourself available to those who may need 
more help getting set up ahead of your first session. 


Have an Agenda. 


Putting an agenda together will help you stay organized and prepare for each session. It should also 
help you prevent wasting a lot of time during your meetings and put everyone on the same page as to 
what you expect from your time together. Try your best to estimate the amount of time you'll spend with 
each item during your meeting. 


Share your agenda with your group ahead of time by using an editable document such as a Google doc 
where people can easily add and comment. Review it at the beginning of your meeting and check in 
with everyone again to see if anything needs to change. 


Having a plan in place can make you and your group members feel more clear and grounded in your 
shared purpose and direction. Make sure to include time to check-in at the beginning and the end, and 
account for breaks especially if your meeting is longer than an hour. At the end, you may also want to 
plan time to discuss together what your next meeting is going to cover. 


Be Prepared. Be Organized. 


Time during your meeting will go by fast and hosting disorganized meeting(s), especially the first ones, 
can discourage people from staying involved. Organizing/Facilitating is challenging, but if you make a 
consistent effort to stay organized, you'll find your own flow and balance, and keep the group motivated 
to keep working together. Generally, the more time you put into prep, the more successful it’s going to 
be, but most importantly make sure you stay flexible and allow the process with the group to change 
what you've prepared. By staying organized, it should also be easier to delegate responsibilities. 


Be early. Whether you are meeting in person or online, plan enough time to make sure that the tech is 
working and that the environment is conducive to hosting. This way, you can be fully present as people 
turn up. 


Prepare an Info Sheet. {>| 


Consolidate all important logistical and practical information in one place, in an email, pdf or a shared 
online document such as a google doc or spreadsheet. Make sure to include your contact information 
and any other relevant information such as links, wifi, passwords, and other relevant guidelines and 
instructions. 


YOUR FIRST MEETING 


Plan to spend the majority of your time meeting one another. 


Have fun! Make sure to plan enough time for everyone to introduce themselves and share their 
motivations for participating in the group. Some of your time could also be spent discussing how long 
your meetings should be and to make a roadmap for the next three months, figuring out people's 
capacity and what they are most energized about and interested in doing. This will help you plan your 
sessions as the organizer/facilitator. 


Delegate. 

Discuss how to distribute some of the responsibilities for the group right away: Who can help you 
prepare the agenda? If you meet in person, who can help you setup and breakdown the space? Who can 
take notes during the meeting? Who can keep a check on time? Who can make sure to collect your 
collective research? Etc. 


Documenting your meetings. 


Discuss how you will be documenting your sessions so that members that can't attend will be able to 
catch up. One option is for someone to volunteer to take notes at each meeting in a google document. 
If you meet online, some conference tools will enable you to record your sessions. If you have everyone 
in your groups’ consent, either store the notes and recordings in one place that everyone has access to 
or get in the habit to send a follow-up email after your meetings in which you include a link to your notes 
and/or the recording. 


Consent & Information Privacy. © 


Carefully consider where and how you will share and store the information you document and collect. 
Have a discussion with your group about your preferred tools and always confirm that you have 
everyone's consent before adding them to any platforms. While there are many advantages to using 
free and accessible online tools, make sure that you and your group members are informed about and 
consent to the privacy policies and data collection of the companies behind the tools you are using. 


Communication Preferences. 


Take time to discuss how you plan to communicate with each other. 


We recommend: 


> Emails: for important and time-sensitive information. We recommend you craft your emails 
carefully so the information is visually clearly laid out and as concise as possible. 


> Online Groups Chats: for reminders and sharing relevant information. We recommend using 
Slack or Discord, so you can easily exchangesearch for and share files easily. 


> Online Meeting Platforms: there are many different available tools such as Zoom, Discord, Jitsi, 
Skype and Google Hangouts, which all have their respective pros and cons. Consider using Jitsi 
for video conferencing since it is free, open-source, and encrypted, the company doesn't sell 
your data and you don't need an account, or need to download anything to join a meeting. You 
might want to consider Discord as well since you can also use it to chat asynchronously with 
your group. Make sure you consider whether or not these tools will enable you to easily record 
your sessions. 


Discuss and establish group agreements and intentions. @ 


Establishing agreements and intentions helps determine what kind of space you'd like to cultivate 
together. Revisit them often and when needed. 


Make time to acknowledge together that everyone comes into your group with differing forms of 
privileges, and that those with more privilege might naturally take up more space. Consider sharing a 
privilege assessment too! with the members of your group. 


Try your best to encourage and balance participation from everyone. Make sure you closely monitor this 
as a group so that everyone feels heard/seen throughout the process. Hold space to discuss how you 
aim to handle situations when someone disrespects the group’s agreements. 


Carefully weigh in on the benefits and disadvantages of making your group open or closed, and whether 
or not people can drop in. With a closed group, it is easier to build trust and intimacy over time, and 
you'll spend a lot less time making sure others are up to speed with what you covered previously. 
ASSEMBLIES are closed groups of 20 or less participants. 


If you meet online, you may want to encourage folks to turn on their camera, which can make it easier to 
connect with one another in a virtual space. Though make sure to create space where it is ok if 
someone needs to: phone in and simply listen, turn thier camera off and just be present and active on 
the chat. 


IN SESSION 


Set Realistic Goals and Timelines. 


Be realistic with your time and capacity as an organizer and as a group. Check-in often and remain 
flexible. The flow is going to move the way it is supposed to. Continuously explore ways to share the 
load of the work with your group.Try your best to be upfront and clear with expectations and check in 
regularly to see if people are comfortable with what they're taking on. Consider setting short-term goals, 
and adjust them as your collaborative process unfolds. 


Having an end goal can give the group direction and makes it easier to stay accountable to your shared 
learning goals. ASSEMBLIES are asked to present/share publicly about their findings, projects and/or 
experience at the end of the term. 


Consistently communicate with your group. °*: 


Good facilitation is a lot of work and requires close communication. Let participants know what, and 
when, things are happening. Checkin and send reminders for upcoming meetings. Take time to 
consolidate information, to make it as clear and concise as possible. Be mindful of how often you are 
messaging people. 


Have a conversation with your group in your first meeting about your preferred communication 
channels. We recommend using simple tools that the majority of your group have access to and already 
feel comfortable with. Don’t assume that it will be easy for your group members to pick up tools 
unfamiliar to them. Provide clear instructions, share tutorials if available, plan some time for onboarding 
and/or make it clear that folks can reach out to you (or someone else in the group), if they need help. 


If you are co-organizing your group, figure out what you each feel most comfortable with, maybe one of 
you is more comfortable with communication off-meetings, and one is more comfortable facilitating 
the meetings themselves. and/or take turns. 


Dwindling participation is to be expected. fj 


Not everyone will be able to attend every meeting. People are busy. This is normal! Don't take it 
personally. Make it as easy as possible for people to stay involved. Make sure you consider how you 
can make it fun even if it is a difficult topic and/or task-oriented. If it gives people a break from the 
stress of their everyday life, they are more likely to stick to it. 


Stay in touch. 


Maybe you will continue to collaborate, maybe you won't? Have fun and let what happens happen! 


In your last meeting, you might want to make time to see if anyone is interested in pursuing if you are 
planning to continue the group. Who wants to continue and what would that look like? This could be 
the beginning of a much larger project. 


